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QEuBE

1. The Admin. Jtaff, 03I, consista :llﬁ:iﬁam dafined
asz follows:

Colel, Deputy & See’y

Perecnnel Offfoer, Assi. Pers.
Officer uad Typist

Badget Officer, Budgst Asst.,
and tvo AMaln. type positlons
handling travel snd sarvices

Praining Oftiser 4 ea Asst.

Seewrity Officer & 2a Asst,

2., The Steff personnel have been ldentified and Iocated by Punciisasl
groups. The Jtaff is not secticmalized offiecially on the T/0.

3. ‘The usual alninistrative setivities ave carried on by the B%alyl
{ses par. 1 snd ths Refersnces above). In eddition, the Stall is pore
forming prectically sll adminisbrative type setivities for 051, <.8.,
a; the prepsration, coordination and proceasing of research contrects,
1) &1l travel srrengemsents snd vouchar prepacation, (o} arrangemenss
for meetings, conforenses, ares, ebe., and {4) & variety of sacusity
anit personnal activities peeuliar to the 031 operation.

ey, I

Lk, The pature of the OCI mission geasrmtes sk obove mversges gmount
of adudnistrative type activity because of, (&) the utilization of a large
wamber of consultants, (b) the resesrch contrast progrom, {(¢) the iravel
of seientific speclalists to coupanies, universitics and sther plages Do
inspections, lectures, training, ete.; {d) the wusual securit; aspests
of the furegsing end the problems arising from the several seowsity systone
of agencies with vhich 05T zmust madntatn close working relstionship, smd
{e) other problems of siriler character. These activiiliss have been
deteilad in the wocedurcs for sach group (sse Refsremce siove).

“. The 3%8ff agpears o ba operating effectivel.; thoese was no
evidence that the ceutralisivg of siministraiive sotivities vas resulting
in & bottlo~-neck: ®d 1o backlops were chaerved. Much of the processiag
and lisison work is eurried on by telephone; the more Foxmal actions dve
carried on through logical procedurez, o defensive records or files
are oaintained and there ip mot an axcess of statistiesl reporting.

¥
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Excellent budgetary records are saintained through the uss of a Funds
Control Register, with adequate “roakdowns, end by the fmsediate cbligs-
tion of funds upon the issumnce of any obligating docuzent. The Regists:
iz erompared with Comptroller reports monthly and errors ave rocomeiled.

G, A the time of the survey, the sasoeistion of tasks in the Badget,
Parsomnel ad Securily proups vas found to be logleal. The responsihbilitlec
and aptivities of the so-celled Training and Ydalson group | |
did not wppear to justify Seetion steitus for this group, for the foliowing
MRASOIT

8. oSvalustion of the detailod listing of the tasks perforsmed,
{as furnished by the Trainming Officar - see detailed listieg
of tasks), direct observation by the mmalyst mnd discussicns
with other OS5I persomnel showed a clariesl operation haviag
a comperatively low lavel of muthority ed rosponsitility.
Asthority for the develomment of training courses, impubed
to this position ian dlseussions with the O8] F:ecutive
Gfficer, appeared actually to de coordinstion and liaieon
activity between the desires spd reguirements of 001 and
the Offioc of Training.

5. Comnonly, at this organdzetional Jevel, training seliviiies
are earriad on by a clerk in the Parsommel clenant.

2. The word “listaon” as spplied to this setiviiy is nisleading.
e clerk sssccisted with the Training O0fficer, through foranl
and informal memns and channels, obtains a variety of spprovals
and srrengements eonserning the securiiy sspects off visits of
08T persomne) eni consultants to other govermmental and
industrisl crgsntizations for the purpose of lectwring, orlen-
tation, inspection, ate. The acbivity would be more properily
wmim with the responaibilities of the Jeeouwrity Offieer.

However, in m fmt of gtrong 071 cpposition, i1t wes decided mot 4o mvess
for the change =t this iiwwe,

7. ‘e present poxition = Zopaty Chief of the Staf? agpears to be

SXCUBE w& should be daleted., This position, and the lon deseripgtion
sgorts 4%, mwmmmm&swwmﬁg ad the

umitmm of the heads of oach groun in the Jtaff. Given adsquate
quality of personnel to head up the three grouwps (vhich sppears Lo iz truc
st prescat) wad with sach held fully responsible for his mstivities, the
Ohiefe-with a gunlified scoretery oo aduin, assistant--shoudd ba able lo
sperate sabtlisfactorily.

G. The Dadget O0ffdcer, eiag a senior employee on the Gtaff and
fully muwlsdgeshle of ils operstios, eonld act as Depuby ian the absesce

ke mgd

JL.UREI
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sf the ¢thief (who alsc doudles as Deputy to the Bweutive Officer). Tais
added Quty and the conpliceted and incvessing setivity in the Dulget group
in the pocessing of resesrch contracts arve justification for the addition
of & asv clerical position ixn the 2udget Section. The positiosr formerly
osceupied by the Deputy to the Itaff Chisf could be converted 4o a clerical
position 4n the Bulget Sectiom, without inereasing the Jtarfi T/,

2. The presemt Staff myoupings be formalized on the official
/0 as Sectioms

by The posiiicon {dentified me Deputy o the 3tal? Ohief Lo
delated.

¢. A elerieal position be added to the Badget Seetion to
assist In processing ressarch contracts and other similar
tasks.

ions have Heen accomplished.

SECRE]
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SECRET

Badpet gnd Services Group
081 Administrative Stafl
CERENTDS
1.
Bodget Officer:

A

2a

Prepares mame to Div. and 3tal? Chicls
{11 acecunts) reguesting veview of

present budget asd preparation of
estimaten for next sonpal badzet.

Receives estimates and conselidetesn,
by subjeet classiflieation, for AD
reviev ~ supported by division ad
steff justifications.

Attends AD meatinge to consider boloet
poposaly.,

Receives AD sporowal to estimated
balget and coordinetes with DO/Y
elements t0 get overall totals.

Converts approved estimsles fvom Ohlect
to Activity beeskdown, '

%mmmmm&,mﬁ
and overssas Aetivities. {(¥n & coples)
and smftmits to Offies of the Copptrellar
thru AD/OTY end DOI.

Coordinmtas for OST with 20T and Comgpt.
on questions sndfor ad justments.

Receives call Tor Sgtimante Drom Comgpd.
glving fim total vhieh 05T may use in
preparing official 0ffice Zstimste.

Converts mpreliminary estimate into Office
Estimate based on totals arthorized by
Compt. mmuy%jwt,&aﬂﬁty,
Vouchared, Unvouchersd, Contracts, ete.
(est. moflsomm final draft).
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Sulmite Cffice Estizmte to Comptrviler
thru AD and DY,

Coordinates with DDI and Compt. on
gueskions andl ol justeents.

Heeeives 05T sllocmticon of funds from
Compt..

Computes scheidule of fived and asstimatod
operating costs hy eommponent for PY.

Bigns every obligsting document (Ao
hx sing Officer) eartifying
svallaldlity of funds - reguisitions,
travel orlers, reimdursemernts, cte. -
gwoept payrolls.

Poats obligmting domasent Lo Funds Control
!h;rgmm forwads dooument Lo proper
offten,

3
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PROCEDUETES COMIENTS

Mmmmwmm,
mﬁmluﬂﬁm, showing:

Allotmants

Expeniiitares
A8 jumtaents
Blaneet

Mawmmmwmmr,
aljust obligation records and balsmces -

this reconeilistion picks up awbual peyroll
oxpeniitures.

mmwwmmy
and veeomeiles any differences with Compt,

Poste travel sowts to show cost of travel snd
cont of Fer Diem.

Forweads reguest to Compt.

Receives Alvice of Allotment - Form T16
mithorizing transfer of funds.

changas in accounts.

Bote:; 1. May resuwlt Trom average,

shortage or the trmmefer of
components or Pumetions.

2, Aetion mey origimate in O8I,
DI, Compt. or elsevhare.

IS B
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. dsesives Pors 107 - Avice of Allocntion -
from Compt. showing initicd Adlocation,
change sl ney totals,

Eote: This fore is the result of cone
Db/T (Admin.) and the Comptroller.

by Meintalns folder of change notices, in
soquenes - the latest »eflecting the
current status of 081 allooations, :

5. Correction of Errors:

rfieer:

2. Preperes Porm 128 to {nfmm Compt. of
errorg fouwnd in reconniling Monthly
Experfitures Listing - e.g.; wrong
apgcount or wromg Y.

Y. Receives form fron Campb. stamped o
show corrockion of error.

e. Prepares Form 940, if error comcerns
Togisties 4o Comptreller - fogm 1o stamped
ol returnod.

#. Hecelves mchine ™wn of each ponths
aflitery personnel on duty with 9031
sl thelir salaries.

. Prepares coverding menms to OP/Kil. Pere. Div.

¢. Posts Punds Confrol Reglister (in total by
months).

a. Reesfvos machine run of payroll checks.
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gﬁt;iii,‘RE[

Be memmm

Ce

,mmta,
Fouts etpenditaren to Munds Comtrol -~
Regisber

i

mm(wa}m@xm

Rs

j- 28

2%
d.

e.

zr.

Receivwes mmen from Division dotelling
equipsent reguived.

Prepaves regutsitions on logisties - sme
may ¢ ftr looal use, for overseas ship-
et to OST peoplle; or may be for THYS or
State pecyle overseas.

Dewnlope packing snd shipping direetions.

mmmmmmmetmmm
1) If so, 30 prepares vouchers to reiuburse
UZIA or State for trevel exd Per Dtem.
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Drew bese fund ($150).
Pays out on basis of poper receipts.

Pruperas resgrisition, ased on division memo,
for all cpsretiosal supplies wd equipment.

recsoivas, sigesm for, ad dishworyses all
- delivered to Barton Hall.

Hakes phyeical sulit of scoountahle {toss
smoally.

Clears smployoes having acecuntable ilems
when they lsave OSI.

Haintains a money colwe in Punds Cowtrol
of detall shests.

Yerifies machine listing from Finmeoe Div.
whieh showm voswhered line itoms pruthaped
each month ad swmeslisiive totals.

Reselves prolimismry stuly Ires division
for sign off ax to funds svmilability.

Comments on routing shoet snd forwxds
to AD,
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i.

I

k.

1.

hei £

B.
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scope.,

mmmmmmwm
forwards to AD - may involve transfers,
additional money from DDI or other

arreogements.

Recoives AD spprovel snd/or )
Recelves from Division a draft of Sty
stantive portion of the final rwifien fu
OST end Agency Regs. e mm

Is responsible for:

1} Coordinstion with Offfee of Security

2) Prepmration of the funding section of
the Stuly.

3) Coordimation with other {nterested
1 - Ageney

cmmﬁmm@rmw
WW&W&M
of all interewted perties.
mﬁmmmm.
mmmmum - then
mx:/cmmm:qur}y

Wmmmm.

Mwy&uhﬁm-rwm
FRC = for finel approval. P %o

Receives spproved coples from DBI or IRC,

Distrituates coples for info to intorested
compoaents.,
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IROCEDURES oxews
0. If with Pirs or University:

1) Prepares Reguisition for CL/RED des-
eribing project and requesting =

2) Obligeies fuads in Pundds Cootrol
Ragister.
Jote: 1In some instances 30 may
repmet Legisties to establish a
base contract and perform inves-

tigations in advance of any specifiic
yroposal - an expediting prosedure.

3} Haintsins coordination with OL during
the contrearting mrocess,

%) Receives copies of contract from OL
md distridutes to Project Officer.

P I with sn Individosl:

1) B0 e Projest Officer contact OF/
Contrnet Purs. Div. and ragquest OP
to initiste contrsct proceedings.

2) Coordinstes with OF &wring contract
negotiations.

3) Beeeives final contract fyom OP ad
Zistrivutes to Prolect Offcer.

4) Obligates funds in Funds Comtrol
Register.

5) Arrenges for the eollection of hours
worked by Comtractor, means of pay-
ment, sl other detalls.

2) Prepures memc to Compiroller reguesting
M ﬂmm R anporaets m ﬂﬁ‘ﬁ ﬁ?

with the Agency.
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PROCEDURES

RN

3) Recelves memo from Compt. giving
detalls of mrremgeants with Ageucy.

}) Ouligates funds in Punds Control
Reginter

-

r. Coordinstes requests and orders sy
physieal or asscurity ssterials called for
by cortract.

2. Meinteing folder file on each comtract,
1%&@&&3&!&11%‘%:,

%ammm:mm
govermaent agencios in this 1418 -~ shows
Agency, Contrestor, Subject, Awunt, Darstion.

a. Prepures statements on CIA/OSI contracts to
be 1listed in bookiet.

b. Submite to Stats thrs DCI/Bissell Office.
c. Seapches nev pablication wuwm new contracts are

2.

25X1 o

b. Follows through on seecountinge and the setilew
Mﬁfmﬁm, efta.

¢. Asgista s cover srrangements for trsvalers.

&, Wﬁt&Wfﬂm&a- Piv. for
bring in leebwwers, pay

M y
trevel %o%ﬁ 1?8?%%?3%’%5‘787/13 CIA-RDP61 00901A000300050004 9
formal eamtras SECRET




PROCEDURES
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s

Balget Officer reviews wouthers to assure
eorreet per Alem and opereticomal funds
aeecarting.

Cs

.

e,

£.

e

Regeives travel reguast from Div. - mem
form.

Horke cut scholule - leaves, srrives,
dntes, obto.

Contacts Cemtral Proc=asing Br./OP
usually by phose - furnishes info
resind o obhbatin tickots sl reserve
abionmn,

Receives « or pleks up - tickets from
ﬂ wmmmufm
Sends copy of Orders sod Reguest Tor

Mvanee =~ 1f any ~ to Fiseal Div.

Pieks up advance frow Fisoal Div. wbhen
resdy. :

Delivers tiekets, advanco reservatioans,
ete., Lo travelar.

15, ZTravel Vouchers:

B

b.

e

d.

Reseives itinerary, receipte sl axpense
lists fron trawveler,

dten detalls.

Preparss voucher and zets signature.
Forvards to Fiscal for payment.
Recedves checks from Plscal, posts

wuacher copy, and forsards - or hands -
to individusl.

P e
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£. Haintaing folder flle on each eployee
who truvels, eombaining coples of orders,
vouchers, sivances, sehedules, atec.

Travel clerk also prepares oy
mmmmmgr

19. PRecaive Shi
Trgval Clesi:

A VAN
8. Receives and sigas for ell cmim

supplies and aquipment delivered to
Barton Ball.

h. Hotiries moper division to assurs
that items sre pleoked up.

¢c. HNatehss Gelivery tichet to reqdsition
and informas DO of recelpt.

Travel Clark:

&. Baceives regizst from Div,

b. Plages order with Building Supply OfTirer
with Justification 1 seconsmry.

e. Receives delivery and sigas shipping ticket.

d. Acts ss sseort to crew while delivering itess
to Division.

e. Turne copy o shippdng ticket to
B for posting to eccowttadility racormds.

Tyl Clerik:

&. BHeesives regueste o sarvice.

». Contacts UL for aervice.

Approved For Release 2005/07/13,: § 61-00901A000300050004-9
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' ¢. Followeup to szowre that sevvice
| is perforsed. '
| 22, Mise. Tasks:
i
i &, Mise. typing
!
1 B. Services ditto and other reprodestion
| oguipeent.,
| e, Prepares wod services all reguests Por
23 1 Ceders:
. Admin. Asst:
| 2. Recelves s re: foredgn tvevel from Div.
b. Checks msmc for complstenses and forweds to
: Ch/Mmin. snd Ex/O for spproval.
‘ ¢. Checks with Helioal or physical and shot
i rocord of trawelasr.
|
25X1 4. Psmwtel
! 1) Hay eheck om Pass Fort - new - vepewal.
e. Prepaves staff stuly to ovtaim officisl
approvel - KDfDDT Wield Coordinetion Starr
Y Asxt. for Admin. amd to DD/P
| for comdination, ’
| f. ¥Writes cables for IO/P relamss notifylng
} the field of visit and purpose.
| o
| g+ Writes Travel Orders - coordinates thes with
25X1 mfrmmam%wm.
i g;ﬁe- &‘n"mmm 'Mau
." s
I 1. Delivers tickets md sivance to travelsr.

2%, Forelgn Travel Voucher:;
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COMMETEE

AT

Esceivea trip report from travelsr - plmees,
dstes, arrivals, depyrtures, evpense items,
ehe.,

Calaulates foreipgn cwrrency eguivelents for
esel couniry.

Balsmees out the per dlem allowancs for the
trip.

Cooparates with Pinance in say ad juatwents.

HMointaline folder file of each person vho hos
travaled oversess.

Respomaible for:

1) Genersl Service Heintensace.

2) Telephone instellstion, moves and repair.
3) Spase scrongement wnd moves.

4) Hew Dudlding spsce layout.

5) Parking aress assigned OSY.

€) Property passes on say sccountahle
eglpeant .

T) Aseventability for Recorders ead
Dictaphonmes.
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b. Persomnel makes verbal reguest to 051
Security Growp for 051 Clearance.

c. Persoanel ostahlishes 08T Personpel
foldar for esmioves.

4. Pers. makes OF AB Forz and £1les 1in
Personnel Folder when sppolntes is
plased in 05Y.

: {Applicetions)

A Wmmmmm
Ch., Advin. Offies hy Hame
(esployee or applicant’,
file, aﬂlm,mrilemtm
vhen reburned to OF.

L. Pers. reviews file for 0SI interest
and for possibility of KT elexrance.

2. Flle sent to0 Mvision with aotion
sheet attachad,

4. Division revisvs and completes sction
sheet-requssts Iinterview or specifies

1o interensbe-snfl returas Mle o
Personnel Oroup.

&. Wﬁhhww
e statement an to reasons
for relection.
f« Mle is logged out of Mmin. Staff

raqmrtmg intmmﬁv.

he ®™le iz logred out o Aderin. Stal?y
Approved For Release 29‘0?1&7ﬁt;lclA-RDP61-00901A000300050004-9
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i. Pile Is logged baek Into Staf? after
wmm

i« Pers. stiends iaterview with d&ivision
for tha rooord,

k.

1.

| I CaEie ”32' N
oF 5B, et ﬁﬂi‘vﬂ.&m foldesr,

. 15. Pers regwests Ssourity Group to

ovtain ST clewrences.

n. Form 52 md Persommel Pile retwrned
ﬁ(mwmwm Steft)

1) 68 12's end 13's through Ex/C, OSI.

2) G8 1h's sl adove through 00T
Career Sewrvice Moard and ID/T.

c. Fers. reeords Effective Date on ths
1152 saad OF b3 from Porm 1150 (when
received from OP) sndl seads 1150 cn

Hote: Traval (vdurs ol Vourhsrs in oonmee-
EMﬁ&Mmey
travel olerks in Balpet-Travel Croup,
Apin, Stalf.

Pors. Group receive OF ligts of Pitnoss
Raports due fyom OBIX.

Pers, Waamwm&s,mz
and 2; sl seods to sppropriste &ivision,

m.mmmz.xﬂm‘mm_ 3. Hygpest card aystem be dis~
W\nmwm continued-info. be posted to
dnte due, dmbe sent to Alvision, date OF 4B instend. OF list would

e mufficient tioikler fMle of
reports in moocoss in 091,

Fers. reviews completed reports foo iscon-
sistencios and for suwb-staodard performance.

roved For Release 2005/07/13 : CIA-RDP61-00901A000300050004-9
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AR ol
AT

6. Pers. prepares meow to OF on substandard
wmmmmmwuu-

7. Pers. retains copy of Fitness Report in
individuals OSY folder.

3 mmmmmtow,wm;
any required memos, through:

g. Chief, Muin, Stafl If sub-stendard
performance, for veview of mwmo,

DD/I 1f Report prepared by AD/OSI.

2. Pers. iInitiates request for Pitness Report
under following conditions:

8. Raassigment

b. Change in sapervision
¢. Promotion

1. Fers. sendls CPO to sppropriate division
vhen sn sxployee decomms sligihle for
umborghiy in Capeer Service.

2. Pors. receives completed CPO with super.
visor and dlvision chief indorserents.

3. Pers. revicus CPO anl completas data cone
coraing BOD, mom-sgency expurionce, etc.

k. Pers. forwsds to Career Service Doamd
through Ch., Admin. Statf.

| 5. Tars. reccives CPO from Cavesr Service
Boerd with approval and/or reccemendations.

§. Pers. saintains notebook posted to show 6. Quewtion the value of the note-
mmmarwta)m book record in actual usege.

T. PFers. forveedn 000 t0 Training Group for
notation of reguasts for tradning.

» Pars. files copy of UPO in individuals
foldexr

*

05
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SoMENRS

eriptions for mﬁw;meax 10bs.

L. Pers. forvards requasts to OF for vege
=l claspification setion.

5. Pers. receives OF sotion notioe, corrvects
or kB snl 2/0 vecords, sd faforms

mmmw ﬁmwmm
uade, can 2 recrultsent sctics Be started.

081 relies on (P for spplisests., Clerieal
All reeruttoent asctions put in process are
sutmitted to 20/1 wricr to OF asticn.

1. Pers. sonds recrultment ragwst 4o OF on
form 52, lisdting; Job desowiption and
gonlifications on reverse sidse.
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g. Resignations snd Tranafers
h. EOD listing

1. Promotions

Jo  Owertine

2. Pers. famisime dats for twe charis
waintained for AD:

n. Perscanel Status Chart (7/0 end On
Drty).

Y. Guarterly Orovth of Parsommel Churt
Persoome) Files
1. Pers. satotains Individual porsonned
folder for all on &uty persornel, <on-
sultants andl applicants i prooess,

2. Pers. screans foldsr vhon aployee leaves
03X

a. OF kB is placed in inmctive file.
e reaeployebility

¢. Othar papers destroyed.

Official OF Persormal files, while in
mmm»ymmm

1. DParsonnel roviews all parsonnel Iiles
for "8I Clesyability”.

2. Persomnel sands all emplovment mctions o
O8I Security Group for 51 Clanremes (Plle
Parsormel Astion Sheets snd Fg 64 Covering
Routing Sheet).

Note: Seewrity Group moocesses avtions %o
obtain ST Clemrance and returns fomms Lo
Pers. Group. (Besmrdity G also obtains
@ Clesranses vhen necosng:ry,

Approved For Release 2005/&\7#311 DP61-00901A000300050004-9
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RIR V]
Rern. notifies Semurity Grouwps whem extit

1.
2.

3.

L

b
G

Te

9

1s5.

16,

17.
18,

Division initietes reguest for consultants.
AD signs spprovel on regoest.
Pars. fanitiates comsultsat processing using

03X check ligt - no form musber.

oP reply sont o Division.
Division notifies Purs. if still interested,

ek ty Crowp 0 run Home

Pors. prepares 3taff Stuly using Who's
¥ho in fmerican Selence for biographie

Division or OO obtaime Fsresosal Batory
Stetenent .

Pars. prepares 1152a sad forvards to o/
through ID/I, retedning eopy. /

OF prepares contrsct
Fers. reviews contreect
AD signs comtract

Pers aranges for consultant processing,
03T clesremve, Mdg, 13, ste,

Pers. pepsres Intividual folder for esch
consultent ., o

OP semds fore Fi150.
Pars. files ¥1150 tn indtvidusls folder.

Approved For Release 2005
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2. Fers. prepares TOA emxds, obtains sig-
nature of conmltent id forvards to
0C/Peyroll (Payroll mails checks in most
inwtanees ).

Al) OSI ccmsultants - Hmse, Address, %
Clesremve, Selary, using Diviaion, ’
Oveupation md Spesialty, |

l 23, Pers. prepmros momamal report on Consultants
w o reguired by DO/I.

Rosssignment Within OSI;
l

govern resssigmesuts within 05X, |

}..-’mﬁmmmﬁwmm%a
vaganey iz lnown.

" 2. Pers. reviews notiees from Divietens,

b, Ch. Aexin. signs Botice

3« Fers. reprofucss Master (E3 for DD/, 20
to OST Divisiens, plus extras).

ot Ho., y Grade, Dus Dute, Nominees
\ Dute-Ao Soveer Noard, Bomrd mm;, Date af?
| Totifiention.

butes to OST and ID/Y.

8. Oh. Admin. reseives and logs applicetions - 8. Gtenod Form 1226 sould be
bolds wtil smmounced deediine uasd o aivantage in lieu of
bootleg forss.
Approved For Release 209@5%06%%5E?A-RDP61-00901A000300050004-9
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SECRET

sppropriste Myviston {xj.

16,

17.

m rovievs pamo sl mules Durther rescn-
endation if necessary,

Ch, Admin. reviews memcs and presents

Ch. Adwin, prepures meeo to AD on O3B sotdon.
AD spproven or ddlssgpproves.

e

Pars. Wm&mwem {a})

Pors. arvanges dnte of transfer by sgroement
with officos eoncorned.

Hote: WI?WMMWWW
mmm;

1.

tudn DD/T.

ﬁz. m rmﬁm mmy aotienss from

th. Adaln atore on log ed distribhvutes to
BMvisions,

Pers. ressives 021 spplicetlions

The Admlyg. avd Pers. sereen gpplicsbs--only
2 per position esn be mimitied by O5I.

Ch. Admin. signs spplicsbtions sulmsittedew
In effect this is COR approval.

Approved For Release ZOOSIOZ:HIRETDPM -00901A000300050004-9
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Perg. motified of detall and dwrabion by
Myision,

Pers. Diviston gets Informel soveownl
from or Exes, Officar.

Pers. notes tue dotadl ou individusl OF 1B
ad In foldere«po Fi1522 necossary.

Pors. recelves memo from office reguesting
detail.

Pers. refers sawe to appropriaote MMvision

m‘ Seypapvi sy

e,

Pere. or Divislon get approval froe Al

Details umaally of short dwratione-if
wmﬁmm@

prepares Fllide for OS5I concurrence.
Pers. reczives meos lnitisted by employes.
Pers:

B
'bn
Da

da

2

wes OF 11522 for OP.

Prepares “orchid letter® for AD sigraiure.
vems oourity Growp of Heo sl

date of resignetion for dsbriefing.

Arvanges with OF for exit procvessing:.
{08 comhaeta extt $:tarview only in
pevhlem cases ).

RQawrs individusl pevsonnel folder.

Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050004-9
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¢. Hecelven F1150 foom OF and forvards
o indlividusl

3. Mnin., Servioes Group sheek Infllividenl
out on ey propurty lssaes.

' L. W.0.%,

| 1. Pers. receives mew from eemioyees.

2. Pu:m.: obtaine Dxee. O0f. grmoval.

Fo- parsonnel. sction if 30 days or
n—»—ifa:rm 30 Anyrs-

2, Pars. preperes mg«:za

b. Ch. AMbiin. signe.

ce Pera. Torwaxds S0 OF.

4. Pers. myranges for dhrielfing
by Security Grouwp.

1. Pers. receives 5‘,‘556* fram 0P, with Hagber
Tist.

2. Pers, istributes FSH0'a to Divisions,

3. Pers. returns simmed FOG0's to OF {with

Mmmmiﬁmlm

s Kmodlex Record of all per—
for nas of CHL in roeviewing

Approved For Release §E€ﬁ€TCIA-RDP61-00901A000300050004-9
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| 2. Dvision Chiefs have apmoprinte
seotions of OF Meohtne T/0 Listings.

| 3+ Division Chief is responsible for indti-
f ating promotisn actions.

1. Pare. briefs profassional employees cone
! m, mﬁm provided by Adwmin,
mmx Mﬁ' wovidas seeh with

2. Mvision (hied provides briefi ing and
orientation towr of the divisions.

1. Pers. brisfs clowieal esployees conoerning
and on eontents of OSY BooXlet.

. 1. Division (hief prepares memo of
| Justifieation.

2. Pers., resvives memo:
2, logs in - dittn form - oo mpber,

| : Approved For Release 2%06/07/13 : CIA-RDP61-00901A000300050004-9
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¢, Sebedules for next 58 meebing ¢. Poasibls long delsy from
an pertiodar gredes imvolved. inftdation wnbil next CEA

peetinge.
4., Posts log $o show date of 98

e. Hands %t Ch. Adain. for presentation
to ¢8R,

3. C53 pnles yeoomeiation on eseh actiones
aeat fovye peyr mowth.

e Co. Admin, writes up sinutes of CSB
maeting.

5« JPers. posta log to show OO action.

fie Ch. Admin, prepsres nee for the record
and e for AD, groaping provetion
actions.

T« Pars. yost log to show setiong sent 4o AD
ds  AD spproves or disspmroves. 8. vhy a
f‘ii'q Pers:

&. Posts log to shovw AD setiom.

b, Prepmres ¥1152a

. Propmres nems to Uvision informing

d. Post of AD setdom Iong to alov items
b and ¢ above

2., Forwards 1158= 4o OPF

?f@
Es

wxp&:m
 »
S H.

Hote; GSelhi's and sbove routed thou
/1,

£, Mles waw of juntifiestion i copy
of 1152a in persomtwl follds:r.

g. Beceives M1130 frow OF end posts
Effoctive Debe to 11528 & OPED in
persormel foldenr.

h. Forwerds FI1150 to Divisicn asd
indtvidunl.

For (8-3's and bta;
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. |

1. Prowiion action smae as adove axeept:
be Hemo's go to Dwme. Officer for |
mu

2. This £1ls is swpport to

€39 wnder Promotios |

1] 25X 1

mew.

Ba  Same for Commiltante.

Ysed by A and Bxec. OFF.
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Used for repoct snd justiflcation
for rencunls.

‘ - : A one sheet Trier of promotion
nmmmmm*em"w requests.
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